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ABSTRACT 

Career education should be part of every subject area 
on every grade level, from kindergarten through graduate school. Its 
components — self-awareness, educational awareness, career awareness, 
and curriculum infusion — can be included in language classes through 
special activities gleaned from career books, newspapers, and 
magazines ; through judicious use of the regular classroom text; and' 
by using the ancillary texts recommended. Important career activities 
described here include a Career Day and school and classroom bulletin 
boards for career information^. Motivating activities are suggested 
f6r improving students' speaking, reading, and writing skills. Three 
texts dealing specifically with careers in foreign languages are 
mentioned, as- well as a number t foreign language texts with 
information on numerous careers, which can be used in language and/or 
conversation courses at various levels. There is a sizable appendix 
containing an annotated bibiliography f guidelines for conducting a 
Career Day, and activities for each of the four aspects of career 
education. Some materials are given in both Spanish and English. 
(Author/AMH) 
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GUIDELINES FOR CAREER CONTENT IN THE FOREIGN LANGUAGE CLASS 

_ , —Ruth L. Bennett. Director AATSP Career Counseling- Service 

its 
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if\ Three hundred fifty thousand jobs in the metropolitan New York area require 

sO foreign language competency, and most are filled by fpreign nationals. That's 

why we need career ^education in every subject area on' every grade level, from 
v ; kindergarten through graduate school. What can we language teachers do to fill 
this need and help our students at the same time? The answer seems to be career 
education in every language class. 
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Career education can be broken down into four steps: self -awareness, educa- 
tional, awareness, career awareness, and curriculum infusion. Briefly, self- 
awareness means knowing qne's own character, personality, and capabilities; 
educational awareness ts knowing what T istening, speaking, reading,' and writing 
skills (the same four skills we stress in language courses) are required for 
various types of work; career awareness deals with the types of jobs that exist 
and what knowledge and personal characteristics are required for each one; and 
curriculum infusion refers to the inclusion of career elements in the regular 
course of study. 

How can a language teacher, within the limits of time and syllabub, include 
career education in the curriculum? For anj^ level, from junior high through- 
graduate school, career bulletin boards can supply all aspects of career educa- 
tion. The bulletin boards can be set up in the classroom and in the school 
corridors, not necessarily in the language wing, but better still in a hallway 
where fion-language students will also see them. You can put on the board ads 
for jobs using Spanish or other languages clipped from local papers, the New York 
. Times , and the Wall Street Journal , like this one from the New York Times of 
March 9, 1982: "DENTAL ASSISTANTS WANTED. IF YOU SPEAK FRENCH, GERMAN, ITALIAN, 
SPANISH, BECOME PART OF A FIFTH AVENUE PRACTICE WITH AN INTERNATIONAL CLIENTELE. 
CALL #..." This ad illustrates two points, that the health field i$ one with many 
opportunities today, and that knowledge of a foreign language enhances one's 
employability. 

Another item for the bulletin board could be a list of some of the adjectives 
from the list in the appendix entitled "Adjectives for Self-Discovery," under a 
heading such as "Which Describe "You?" and then showing on the other half of the 
board a list of jobs under the heading "Which Jobs Require These Qualifies?" 

Recently, the Sunday magazine section of Newsday , a Long Island newspaper, * 
ran a few cfuizzes that can serve a$ J an excellent self-awareness activity. They 
to were taken from Tfrp Book of Tests by Nash and Monchik, published in 1980 by 

Doubleday and Company. One quiz was called "Are You Self-Conf ident?" and asked 
0* such questions as "Is your.posture erect?" and "If you were turned down three 

^ times for jpbs or by colleges, would you d?ubt your own ability?" 

> Another quiz, entitled "Do You Have Initiative?", asks those taking the test 

to answer "Never," "Sometimes," or "Often" to such statements as "I plan ahead 
^ in my daily life* and for my, leisure time." and "I see things that need to be 

^ done and do them, without being told." 

Not only do these quizzes belong on the bulletin board, but they should be 
used in the classroom, either in English or in the target language, according 
to the level of your students. It need only take a few minutes to go over them 
in class, or they can be done at home, with a brief introduction to explain the 
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Assignment and a short discussion in school the next day. 

Once you start exploring the resources at hand for infusing career education 
into the curricult^u you '11 be* surprised at how«much material is readily avail- 
able—in your publ K^school , and local college libraries. Speak to the librarian 
in each of these to find out what materials are on hand. You might check to see 
how many of the works listed in the bibliography given in the appendix are there 
and start with ..lose. Look at others too. Career books are being published in 
great numbers these days, so help is close at h^nd if you just look for it. For 
example,* in-the appendix are self-awareness activities gleaned . from some of the 
books mentioned in the bibliography. They all assist students in learning about 
themselves. There are pertinent questions that would motivate a composition assign- 
ment, or a discussion that will make your jclasses think about themselves. The ati- 
jectives for self -discovery , which we've already looked at, can be used again in 
writing ok speaking activities--just choose a number that are on the level of 
difficulty of your classes. Thes'e lessons can take place the day before a school 
holiday, when students are restless and need" a change or pace, or to motivate a 
reading lesson from the text that bears any relation <at all to these questions. 
Any text can.be adapted to career education "if you examine it with that in mind. 

To encourage educational awareness of what is involved in various- types of work, 
instructors can canvas their classes to learn what jobs the students' parents* 
relatives, and friends 1 parents hold, then ask these people what education and 
skills are necessary for them. Students might then choose one or two jobs where 
„ foreign language skills are useful and write a few sentences on what qualities 
*they have that suit 'them for this work and what education they will Viefcd to reach 
their goal. r 

The importance of social skills, dress, oral and written communication should 
be included in the educational awareness segments of your lessons. The appendix 
has a section pertaining to this area; following it there is a rating scale f^r 
evaluating personal traits that should motivate self-improvement itt educational 
ski.lls and modification of personality traits. The book from which this rating * 
'scale is taken is Coping with the Inter view by John Keefe; it was published in 
1979 by Richards Rosen Press. 

Here are a few other motivating ideas you can offer your classes: the Sunday 
magazine section Parade , which appears in a number of newspapers, dated March' 9, 
1980, carried an article entitled ''No Snap Courses, " which said in part- 

"IjJ you'KZ in high school and planning to mtoA*a ^vat-Katu zoltQ.Q<L--ph i& 
you'Kt a co££ege 6tud&vit who plan* to go to gKaduatz school nuu) ok lateA-~takd 
no 6>iap couA6£6. StadznU ^eefe^ng admission to Ivy League on compajiablz cottegu 
6kould choobo, AViong acadmic pKogKams KouthoA than tho6n whew kigh giadeA aKd 
e&6{/ to obtain. FoKdign languages, math, EngtiAh, and the. physical AciznceA a/a> 
in many c<xa&6 moKZ impKMbivz. than hittoKy, Sociology, and. government couKAeA." 

From this could stem a discussion of how an employer would view two applicants, 
one who had taken "snap" courses and another who had studied more difficult sub- 
jects. Follow this with a comparison o£fc*wo applicants, only one of whom had 
studied a foreign language. This might lead into an examination of the occupa- 
tions where a foreign language is necessary or useful (see Bourgoin and Sherif 
in the bibliography of the appendix). 

Another article that might open students' eyes and minds to the need to educate 
themselves appeared in the October 8, 1979 issue of Newsweek magazine in a public 
service advertisement by the International Paper Company. Written by Malcolm 
Forbes of Forbes magazine, it is entitled "How to Write a Business Letter," and 
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says in part: "A good bu&ineA* letter can get you a job inttrviow. Get you oU . 
the ko<Jk. Or get you money. It 1 6 totally cuiwine to blou) youA chance*' o\ getting 
whatever you mat- -with, a bu*ineA6 letter that turn* people oii instead o& -Wining 
them on. The beat p£ace to learn to mite iA in school. " 

After reading this article with the class, discuss the differences in style * 
between European and American letter writers. Present examples of business letters 
in Spanish, French, or whatever language you teach, then have the students write a 
business letter in the target language, usin<) the slightly more Tlorid European 
style. 

To get across the idea of the importance of oral Communication, and some very 
valuable hints for improving it, look up the article by Dorothy Sarnoff, founder 
of Speech Dynamics, entitled "Making People LISTEN to You," which appeared in 
the October 11, 1979 issue of Woman's Day magazine. It says in part: "Annoying 
speech tic6, like "y\knouf and "tike," can be elMninated fairly quickly through 
a simple txick. Flint LIKE and V KNOW- -on vohatwer the problem mrcU are—on a 
dozen ok ao tiny sticker*. Then put them in obvious &pots>, like the middle o& 
your uoatch, on your telephoned, on bath and bedroom mirrors, on the refrigerator 
$ook, and on anything oJUe you look at repeatedly throughout the day. TlruA battery 
o& visual reminder* mil conMantly catch your eye and rmind you to avoid thobe 
annoying ticA." 

Now we come to the third phase of career education—career awareness. From 
the survey of parents 1 and relatives' jobs that the class has made, list the ones 
where foreign language skills could be useful. Ask students to think of others. 
Make available to them the three works dealing specifically with how foreign lan- 
guages can be used in various occupations, all of which are listed in. the bibliog- 
raphy in the appendix: Bourgoin's Foreign Languages and Your Career , June Sherif's 
Careers in Foreign Languages , and Theodore Huebener's Opportunities for Foreign 
Language Careers . These three should be not only in your school library, but also 
in the Foreign Language office of your school, for reference use by teachers and 
students alike. You might assign different chapters to individual students and- 
have them summarize the material for the class. Going one step further, field 
research can be carried on by finding out the names of associations related to 
the interests of each student--publ ic libraries have reference works listing 
these. The students can send for literature from'the pertinent organizations, 
and then request a fact-finding interview with an officer or member of the asso- 
ciation. Questions they might ask are listed in the Career Awareness section of 
the appendix. U 

Trade papers are an excellent source of information on the job market in the 
target field. These trade papers or magazines are listed in Standard Rate and 
Data Service , also in your public library. 

This is the time to have your students bring in ads for positions requiring 
some knowledge. of a foreign language and to discuss what other skills are needed. 
It should be pointed out that the more language courses they take in high school, 
the further along they'll be in college, enabling them to fit* in double majors 
easily, a double major being the best way to prepare for a broader range of jobs. 
With careful planning, a student can even have a minor, in a third area. 

Using the regular text--any text, no matter how old--you'll see that several' 
lessons lend themselves to career education. There are bound to be dialogues on 
hotels, restaurants, some form of travel, some aspect of health* in studying these, 
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you can ask students about the skills and education needed in these fields, why 
foreign languages are important in them, what courses they would need to work in 
them, and the variety of jobs in each field. Here's where the Dictionary of 
Occupational Titles , "?ound in the reference section of libraries, can be valuable. 
Lt will suggest many moretypes of work in each area than any of us aVone could 
think of, and i\ gives attescripti on of each. 

• One of the most effective career awareness activities for any level is a 
Career Day or Career Assembly. Sometime during each school year, students should- 
have the opportunity to tyear speakers from various fields where languages are 
* ~used and to ask questions of them. At the same time, the schoal is establishing 
a working relationship with the business community. Choose a format—several are 
suggested in the Section of the appendix entitled "Planning a Career Da>\£ To 
- find speakers, identify the fields you want described (some where language skills 
are very useful are banking, health services, travel and tourism, social work, 
government, and international business). Then find representative firms or 
* agencies in those areas through the telephone directory,, the- library, and personal 

contacts. The rest of the section on "Planning a Career Day" gives you the how-to 
of running a Career Day, including the suggestion that you take snapshots of the 
speakers fc>r use in local and school newspapers, and to send to the speakers with 
a thank-you letter. *\ 

* 

A simple but important career education activity is to teach your students to 
write a business letter* in the target language. Many regular texts have such a 
♦lesson'; ff yours doesn't, take the material from one that does and adapt it. Use 
either a commercial text for advanced students, or a language text that has a 
/ ujpit on letter^ writing— Persona a persona is one that does. You'll find a; wealth 

of career material in Books 2 and 3 of the series, published by MacMillan in 1982 
and authored by Zenia Sacks Da Silva. Although the books are designed for high 
school students, most of the material in them could easily be used in college 
language or, conversation courses. One section on letters in Book 3 of this series, 
on pp. 193-198, shows an ad for a Secretaria-Recepcionista , and then prints four 
answers to the ad. Comparing these letters will teach your* students a great deal 
regarding how to go about getting a job. r 

Another text that can infuse career education into the curriculum is the reader 7 
AventuraS en la ciudad by Wald and Deren, published by Houghton Mifflin. Like the 
Da Silva texts, 'it's filled -with humor, and if students enjoy a book they'll learn 
from it. This reader can also be used by college students after the first year of 4 
language study. 

For more specific information dbout various careers, there are twcunew works 
published by D. Van Nostrand Company, called Spanish for Careers and French for . 
Careers , the Spanish by Sedwick and, the.5fench by Gallo and Sedwick. They give 
the most directly pertinent career vocabulary and information of any book I've 
seen so far. For each unit, there is a detailed illustration, a vocabulary list, 
4 detailed dialogue, questions on the dialogue and drawing, general discussion 
questions, topics for compositions, and a translation paragraph based on the . N 
dialogue. Among the 24 careers dealt with are computer specialist, librarian, 
military officer, translator, real estate broker, stockbroker, and dentist. N 
These career texts could be used regularly as readers for a language course, 
just occasionally in that course, in a conversation course, or for an elective . 
or mini -course cto careers. 

Other volumes that can be useful in bringing career education into the class- 
room are Sedwick's Conversation in Spanish: Points of Departure , which also 
appears in French, Italian* and Portuguese (see bibliography in appendix). 

O * 4 
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StiJl another text that can be used either for a conversation course or for 
infusing career Information into the course of study is P an y mantequil la by 
Sallese and FernSndez (see bibliography). The second edition consists of 35 . 
units, each on a different store or service, such as the police station, the ^ 
pharmacy, the customs house, the travel agency , y and so on. S 

In addition to using these texts, showing an occasional filmstrip'on careers 
would lend variety and concrete career information to the language class. The 
Wibl$ Language Institute has a program called foreign Languages for Business. It 
consists of a filmstrip, a cassette in either Spanish, French, Gerroan, Italian,. or 
English—whichever you order— and the text of the cassette in all five languages. 
The program stresses the practical application of a foreign language fot use 4 by 
those involved in the import-export field, international business, interpreting, 
translating, and bilingiial secretarial work. Wible has other career materials 
too—send for a catalogue. The address is Wible Language Institute, Allentown, 
PA 18105. 

Once you\rfe)alert to thgfieed for career education, you'll find many articles 
about it in newspapers, magazines— whoVe sections sometimes such as the annual 
New York Times supplement—and many books on all aspects of preparing for a job. 
Then it's up to you to make them available to your students, and to teach them 
to look for these materials themselves. , 
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. APPENDIX {J 

GUIDELINES FOR CAREER CONTENT IffjHE FOREIGN LANGUAGE CLASS 
—Ruth Bennett, Director. AATSP -Career Counseling Service 



RATIONALE AND GOALS FOR CURRICULUM INFUSION 

Educators are coming to see that it is their responsibility *to infuse into the 
curriculum, at every level and in every subject area, the elements necessary to 
prepare students, for a career. This preparation requires an exploVation of self, 
.to know what one is interested in and capable of doing, and an exploration of as 
many career argas as possible to broaden students' horizons 1n choosing a ful- 
filling life work. 

- Now that some universities and school systems are putting in or re-irvstating 
a foreign language requirement for graduation, the teaching market is no longer 
shrinking at the. rate it has in the past five years. However, the market for 
teachers, translators, and interpreters is not so great that we should point to 
them as the principal outlets for the use of foreign language skills. Many jobs 
require knowledge of a foreign language as a strong second skill, and even more 
.as a lesser, but still valuable, tool. 

The following are goals listed in Miller's Finding Car e er Alternatives fo r 
Teachers , p. 69 (see bibliography) which can span the secondary and college 
years; as ^tudents mature and deve*l°D, they can reconsider and revise their findings 

1. To ideatiiy one* 6 value*, need*, inZeAe*t*, and unique pwsonatitij tiait*. 

2. To identify and analyze, one* 6 key maAkeXable b&icngth* and aptitude*. 

3. To identify pc66ibZz cojizexi job path*^. 

4. To do njUQjouxth' in one' * idejvti&ied cahecAl job fiield*. 

5. To ojieite contact* in the*e fiield*. 

6. To WLite a Ki*umL. 

7. To go on inionmoution-gothoAJjiQ inteAvieuiA. > 
&. To go on 6peci£ic job inteAviem. 



We hope that you will find in the succeeding pages some activities ^suitable for 
your classes*, no matter what their level or make-up. 



SELF AWARENESS 

Students may be aware of their general strengths, such as having a talent for foreign languages or math, 

^J/ii 1 * 1 * have they ana1 ^ sed the1r personalities to help them decide what type of work they would be best 
suited for. ' 

Conversation lessons and compositions based on such analysis will be invaluable to the students 1n freking 
I career choice. To narrow this choice, Sara Gilbert* In her? book Ready, Set, Go— How to Find a Career That's 
Right for You , suggest? that students answer these questions: 

Vo you tend to be: neat ok mt&sy, on tOne ox ta/idy, 6tAjong-uitled ok easygoing, phybiiatly ttxcng ok icekfe, 
good at: ttoKtinq a pxojett, finishing a pKoject, botli, ok neitheK, good at: uAing youK hand*, youK mind, ok 
youA body, unity t/uxAVuxttd ok peMUtent, practical ok unp\actical, iKxcndty ok *hy? ' 

Woutd you AathVL* plan ahecuf ok take tiling* 04 they come, vooik ion. youAAeli ok woKk ioK othvu, vccxk tctr>: 
people ok woKk atom, uoKk outride. ofrwoKk inAide, vocKk undeK ptewate ok ux>Kk at youK own pate, ioitou, de- 
tailed instruction* ok tigu\£ thing* out ioK youjueii, talk ok luten, *ave money tovxvid a goal ok 6parJ «*cnev 

you gtt it, make mote money than you* paxent*, the *atne money, ok tt6* money, have people like you ok not 
aue 4*'*u othvu think? \ 



Heu is a list oi activities. 

<Sp0Ttf 

playing an instrument 

dancing 

ate 

cooking 



Which ones do you like. or dislike? Which ones are you good at on pool at? 

reading * workiMg utith people 

uniting coxing ior animals 

math public 6peaking 

science doing thing* ior others 

ioreign language iixing thXngi 



Which 61 these iactors it the most important pate oi any job? Which is the least important? 

making a lot oi money job protection and hecurity 

mating a mark on the world , lots oi interesting work 

making something tha% pleases me wily retirement and' good pension j 

doing something ior others bung able to make decu*o«J"- 

making enough money to get by having power over others 

having a lot oi time oii letUng others do the ti>onry<ng 

Oi all the courses you have taken, which too ok three have you learned the mo6t irom? Which liave uou 
learned the least irom? 

In the past year, what have you worked the hardest at? Had the mote iun at? What'have you been happiest 
doing? What have you been proudest oi? 

What type oi person do you mote admire? Why? Ught now, what is your most important goal? In iive 
years, wh^t do you hope to be doing? In ten years, what do you hope to be doing? 

ADJECTIVES FOR SELF-DISCOVERY 

Another means of Implementing self-discovery Is to Include In your lessons some adjectives from the list 
below which describe a -person's •character and personality. For a lesson on adjectives or on ser, cognates 
may be used In such questions as"£Ere^ optlmlsta, Jos£?""£Es plSclda Juana?" In a lesson dealing with occu- 
pations, such questions as "Para. ser comerclante, Les necesario ser agreslvo?" and "£Qug cualldades fiecesita 
uno para ser veterlnarle?" . 



perezoso 

fntolerante 

seguldor 

ttmldo, 

leal 

p'lJcldo 

contento 

consider ado 

peslmista" 

seguro 

alegre 

solltarlo 

franco 

receptivo 

domlnante 

conflado en s1 mlsmo 

cauteloso, cauto 

recatado 

conclenzudo 

esmerado 

bonachdn 

respetuoso 

hastlado 

dl sere to 

tranquil o 

porflado 

persuaslvo v 

obedlente 

servlclal 

cooperatlvo 

ordenoso 

adaptador 



lazy 


en£rgico 


into tenant 


tolerante 


a iottowen 


pi oner o 


timid 


agreslvo 


loyal 


egotsta 


placid ' 


dinSmlco 


contented- 


descontento 


considerate 


desconsiderado 


pessimistic 


optlmlsta 


coniident 


Inseguro 


light-hearted 


hosco 


a Ion vi 


. sociable 


outspoken 


retlrado 


receptive 


terco. 


domineering 


sumiso 


set i- reliant 


dependiente 


cautious 


audaz 


thy 


exterlorlsta 


conscientious 


negllgente 


painstaking, careiul 


desculdado 


good-natured 


de mal genlo 


respectiul 


Irrespetuoso 


blast f 


ardlente 


tactiul 


Indlscreto 


calm 


Intranqullo 


persistent 


'metlculoso 


persuasive 


determlnado 


obedient , 


comoetldor 


obliging, accomodating 


dlsclpl Inado 


cooperative * 


argumentador 


orderly * 


confldente 


adaptable 


hazanero 



energetic 
-tolerant 
pioneering 
aggressive 
6 eti- seeking 
dynamic 
discontented 
inconsiderate 
optimistic 
insecure 
moody 
gregarious 
withdrawn 
stubborn 
submissive 
dependent 
bold 
outgoing 
negligent 
careless 
ill-tempered 
disrespectiul 
eager 
tactless 
restless 

pr&ise 

determined, resolute 

competitive/ 

well discufUned 

argumenfteive 

trustmrthy 

iussy 



EDUCATIONAL AWARENESS 
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One of the magic words for career seekers is COMMUNICATION- Quote to your 
students the remarks of Waldenbooks' director of reader services, Tom Paynter, who 
declares "Name a career, and I'll bet my bottom dollar* 'one of the ways to get 
recognition is by being able to communicate. " More motivation for your students 
to Improve their verbal and writing skills is supplied by John T. MoTloy, consul- 
tant to over 380 "Fortune 500" companies and author of Dress for Success , among 
other works. He writes that a survey of top executives reveals that they consider 
the ability to. communjofte the most important factor in career mobility. A small 
but important point they make is that using* slang and shortened words is unappeal- 
1nq--they prefer "yes" to "yeah" and "going," not "goin'." And successful speakers 
more often use complete sentences or at least complete phrases when answering ques- 
tions,, rather than monosy11ables--a good point to remember during an interview. 
Aitother way that 95% of us could increase our verbal effectiveness is to lower our 
voices a half octave or more. It takes concentration, but practice, particularly 
with a cassette or tape recorder, .will help. 

Writing skills are as important as verbal communication. Just as speech is 
often sloppy and reading skills on a low level, so has writing ability deterio- 
rated 'in, this country. To bring home to students' how important it is for them 
to learn' as much as possible now while they are in school, reproduce for them the 
Dear Abby letter which follows, as it appeared in Newsday May 28, 1981. 

Vza/i Abby- 

Today a young man in hi* 206 came into oua o^icz and apptizd icx a joS. We 
always hbiz a ^euo zxt/ia pzoplz box thz 6ummZA 6ZCU>on. He won' t gzt a job, Hi6 
apptication uoznt into thz voa6tzba6kzt 06 hoon oj> hz Iz^t. t , 

Hz mi&6peJtZzd thz torn hz live* in, thz school hz attzndzd and thz month hz uxu 
boxn, ptiu bzvZAal othzA tiondb. His> pznmanAhip uxu 60 bad thz managzA cciddn't 
.{igunz oat hi6 la6t namz ok tztzphonz numbzA* 

ContidzMng thz Mizmploymznt in thi6 oJiza, voz'kz 6uJiz hz nzzd& a job. I HOPE 
THE VOUHG PEOPLE WHO REAP THIS LETTER JtflLL HAKE A SPECIAL EFFORT IN SCHOOL OR ON 
THEIR OWN TO IMPROVE THE SKILLS THAT WILL GET THEM JOBS. We don't hauz timz to 
teach a high school giaduatz how to 6pzli and mitz. 

--ConczAnzd in Idaho 

Language teachers are already helping this situation somewhat by making stu- 
dents aware of the structure of English through the teaching of Spanish grammar. 
However, we can do more by assigning, and carefully correcting, such tasks as 
keeping a diary (perhaps when reflexive verbs are taught), writing letters to 
friends -and to business firms, giving someone travel directions, explaining how 
something works, writing a' class or department newspaper, composing .invitations 
to parents to attend a school function, and summarizing a newspaper article 
about the target language. 

Social skills count too, says the aforementioned Mr. Mollqy--knowing how to 
Introduce people properly, basic rules or courtesy, and acceptable^tabTe na.iners 
are all essential. These can be practiced in the target language aed compared 
with customs in the United States. 
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MOTIVATING SELF-IMPROVEMENT 



Most students have not given much thought to what an employer looks for when hiring a worker. In Ccpirg 
with the Interview 4^ MbUo^apftyK John Keefe lists the following things that the prospective employer 
Is trying to find put about the applicant: 



How you expAess youAselh 

The extent o( you* vccabutaAy 

Voua manneAAAms 



Voua sense oh humoK 
Voua basic tempeAament 
Voul abiLUy to get aiong with othws m 

r 

He/she will also be looking for personal characteristics: 

Positive* UeqativeA 

ApptaAance Voice, quality Gum cheuxing andloi smoking OveAagg\essiveness 

Smile Methods oh ieasonint$ UngeA tapping Boasthutness 

PoLUznu* Intelligence ExtAane neAvousness Talking youjuclh daw 

SincsAitu Patience Shilling oh the eyes Advene socaaI attitude. 

Humility ' * Avoidance oh question* Mking excuse* • 

A rating scale to be filled out by a prosjjective employee's references shows what qualities the employer 
Is seeking' 

RATING SCALE TOR EVALUATING PERSONAL TRAITS 

Instructions- Place a check mark on the line following each trait where you think the mark ought to be. ^ 
7*K The check mark need not be placed directly over one of the guide phrases, because the rattng 



may lie somewhere between the phrases. 



INITIATIVE 



ATTITUDE 
TOWARD OTHERS 



Additional talk* 
6 ought; highly in- 
genious 



Positive; hnlendty 
inteAeAt in people 



RteouAceiuZ; aicit 
to oppoMumtjf.es 



Heguiai voorti peAhonwed Routine wife awaiting 
uuXhcut waiting h°* dinections 
diAections 



LEADERSHl 



> 



EoKtehul, inspiAing 
confidence and loyalty 



Pleasant, politz 
Qxdm aiv&i 



Sometonei dihhicult 
to wo \k with 



Inclined to 6c quaint- 
some oi uncooperative 



X ^1 



DniveA 



Weak 



RESPONSIBILITY 



ORGANIZING 
A8ILITV 



Responsibility soughT 
and welcomed 



Accepted without 
picket t 



Until Zing to assume 
without pioteAt 



Avoided whzneveA 
possible 



Highly capable o& 
peAceiving and oa- 
nanging h^ndamentals 
in logical oAdeA 



oigamzeA 



TaiAly capable oh 
organizing 



Poor oAgamzeA 



INDUSTM 

DECISION 
SINCERITY 

PERSEVERANCE 



MSKAL 



JndustXLOus; capable' 
oh miking haAd h°* 
long houAS 



Can woik haAd t but 
not hoK too long a 
peAiod 



YaiAly industAious HaAd woAk avoided 



fjtccfe and accuAate Good and Wie£a£ 



Quick, bot ohten 
unsound 



CouAageous, squoAt 
shooteA 



TJn the level 



TaiMy sinceAe 



Hesitant and ieaA^at 

Inclined to iaefc. sin- 
ceAity 



Highly stzadhast in 
puApose; not discouA- 
aged by obstacle* 



Ehh°*l steadily 
maintained 



AveAage deteAmina- little ok no pe.*-!>ist- 
tion and peASistence ence 
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Highly eneAgttic 
at all times 



EneAgetic most 
oh tune ^ 



TaiMy eneAgeXic 



Below average 



CAREER AWARENESS 

One of the best ways for students to became aware of the tremendous variety of 
occupations that exists is to glance through the Di ctionary of Occupational Titl es 
in the reference section of their public or school library.. They could then re- 
search two or three in which they are particularly interested and for which lan- 
guage skills would be. an asset. The best reports could be read and'disrussed in 
class. 

Field research is necessary to find'out more about the chosen are* or job. The 
library can supply reference books listing associations- related to all fields. 
Have students send for literature from the society connected with their field of 
Interest. College students might attend local conferences /of these organizations. 
They could write requesting a fact-finding interview with one of the officers or 
members Of the association (even busy and. important people are flattered to be 
asked for advice). Questions they might ask, .as' suggested in Miller's Finding 
Career Alternatives , p. 43, are: 



\ I.J know I am inttxuted in..., but not iuxe vfolll my *killt> wouid be*t be 
Aned. A^teA 1 tell you about myself, blindly, can you tell me whexe. X could bit 
into thU> indu&txy I company and make a contxibution? 

2. What training i* xequixed? r 

3. What i>kill6 axe xequixed in youx-job? . 

4. What <U youfi typical 4ay like? 

5. Why do you tike/ 'duUke youx job? 

6. What i* the. but/ quickest way to get into youx bielfi? 

7. What i* the earning potential? s 

S. Axe women welcome in the. Meld? company? 

9. What typo. o£ pexionallty (folk* well in thi* }ob? company? facld? 

10. Hov) much autonomy do you have? 

11. What i* the tuxnovex in youx company? in the indu*txy? *- 

12. Whom eJUe do you know that I can talk to in oxde/c^J* leaxn mote about tlie 
£ield? apply ion a job? make moxe and beXtex contact*?' \ 

13. What "woxkA" well in tku company I iield tc "get" tW. job? 

14. How do you think I would £it into tkU company/ bijtld 

15. What pxobe&Aional publication* do youXead? 

16. What book* in thi* iield would you xecommend I xzad? 

Every industry has at least one trade paper or magazine. These are listed in 
Standard Rate and Data Service , found in the library's reference section. Reading 
the past few issues of the pertinent trade publication will supply information 
about what isjiappening in the industry, who the important peopled and firms are, 
and the "buzz words'^ or specific vocabulary connected-with the field. 

A career bulletin board in the classroom and in a well-travelled corridor of 
the school should be set up in every institution of learning afW *ept up-to-date. 
It can include ads for jobs requiring language skills; descriptions of such types 
of jrork; students' work relating to careers, e.g. 4 list of occupations in the 
target language with a drawing of each; quotations citing the importance of lan- 
guage skills (see all issues of Hispania , Chapter-Mews section, subhead Personali- 
ties Speak Out, since March 1979U student-made slogans, cartoons, and Comic 
strips relating to careers; pictures illustrating the various occt-pations; bro- . 
churesj6f institutions which offer programs combining language with other skills. 
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CURRICULUM INFUSION 



Use career vocabulary—the names of occupations, stores, related verbs --whenever 
possible, for example, in illustrating a point of structure. 

Writing activities such as compositions and dialogues can have a career slant. 
The dialogues can then be acted out by the students in class. Role playing is an 
interesting and effective means of getting students to think about careers while 
givingthem excellent language practice as well as poise and confidence. Simu- 
lation gives students-the opportunity to express their feelings, while the teacher 
is gaining insight into students' attitudes.. Use such adjunct texts ?s-Sedwick's 
Spanish for Careers and Pan y Manteginlla by Sallese and Fernfindez (ste bibltog.) 

The Cfie-6, Callhomia Division oh CuAAlcalum and Instruction- developed", in PHI, 
a Compendium oh CaAeeA Education Initio*. Activities hoi glade* 7-7 2 in alt ob- 
ject oa ecu. . Some oh their suggestions rfu* careeA activities in hbreign language*-. 

Students compile a list oh JO ve-xbs relating to a particular, occupation oh the 
students' oum choosing, e.g. traductor: escuchar, toblar, escribiv, leer, pensar, 
traducir, escribir a maquina^juzgar, viajar, introducir. .The Students read theiA 
list and translate and conjugate each veAb (this could be done only for the more 
difficult verbs to avoid boredom). They then mile a description oh the occupa- 
tion and quatihications needed h ofL 

In groups oh two, students write a dialogue typihying a job interview situation 
Lok theiA chosen occupation. Oni student mites the lines fai the inteAyieMA and 
the otheA kon. the job applicant. ArfteA thcifi work is connected by the 5^cheA, 
they peAhom U hoi the class, which can practice the vocabulary learned by making 
a word-seaAch puzzle or crossword puzzle as a homework assignment. 

The career, bulletin boaAd is kept up-to-date by the students, who bring in ads 
hox positions using rfoieign languages . 

PLANNING A CAREER DAY 

A Career Fair, Career Day, or Career Assembly is a vital part of a school* 
career infusion activities. Sometime during each school year, students shoulo 
have the opportunity to hear speakers from various fields where languages are 
used and to ask question^ of them At the same time., the school is establish! ng 
a working relationship with the business community. 

CHOOSE 'A FORMAT (N.B. Numbers 1 and 2 can easily be adapted for colleges by using 
the free hour. ) 

1. An assembly program, lasting one or two periods, with several speakers from 
different fields speaking to all the foreign language classes meeting that period, 
or to language vtudents from one or more grades, depending upon .the capaci t.y of 
the auditorium, with these students being excused from their classes for that pe- 
ciod. (Allow time for a question-and-answer session.) 

2 Have each speaker in a separate room and allow students to go to whichever 
one interests them. Each speaker can make a short presentation and then answer 
questions. The period may be divided in two, so that students can learn about twe 
areas per period (this might extend over two periods, to allow for four visits). 

Id , 

1 <w 
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3. Bring the students to the speaker at his/her place of business If it can 
be arranged; seeing the work in progress can teaeh the students more about the 
occupation than having a speaker come to them. Possible sites ^ e n J.^ n ^^ v 
an international department, an airport, an import-expert firm or other company 
which does business abroad, or a foreign language newspaper. 

FINDING SPEAKERS 

Identify the* fields you want described (travel and tourism, banking, health, 
social tK, government! international business) then^find represen j itiv firms 
or agencies In those areas through the telephone directory the library, J PJ»" 
sonal contacts. Write to these firms or agencies on school stationery giving 
(as suggested in the booklet "Tips to Educators on Planning Career Days, Pre- 
pared by Open Dodrs,-200 Madison Avenue, New York, NY 10016; tel. (212)561-2002 
out of print at present, but will again be available sometime in the future) the 
following information: . 

1. thz gznzKal puKpo&z oi Cokzzk Vay 

2. thz day, datz, and tarn oi the event 

3. thz ipzclilc cokzzk topic fax which a &pzakzK lb tought 

4. length o& talk # 

5. who thz audlzncz will be (age, gKadz Izvzl, faKZA.gn language. tzvzl) 

6. a tuggz&tion to bKlng litzKatuKZ and pamphlztb 

7. li po&slblz an invitation to lunchzon 
6. a &pzakzA guidzlinz t>hzzt [see sample which follows) 
9. txavel diAzctioni to school 

. SPEAKER GUIDELINES (Sample) 

CAREER VAY - Tuz&day, Match 16, 19S2 

ThzKz villi be two conhzcutivz aMzmbly pKogKami oi 50 minutz* zach, duKlng 
which tmz zach oi thxzz tpzakzu will givz a tzn-mlnutz pKZ&zntaUon , wUh ques- 
tion* at thz znd oi thz t/uee talk*. Thz t>amz pKogKam wOl be Kzpzattd duKAng 
thz second a&izmbly. 

Plza6z tn.y to include thz fallowing InfaKmation: 

1. HatuKz oi thz pKoizA&lon ok occupation . 
a. VuUz6 b. Advantage* c. i Vl&advantagzt> d. Viz&znt and iutxxAz outlook 

2. Educational h.zQuiAzmzntt> . . • . . . 
a. Cottege, graduate, ok oth&K poU-hlgh ichvol tMA.nx.ng b Co&t oi VuxA.nA.ng 
c. Special Uczntz*,. zxaminalion* ,- OK czKtiiicatU needed d. Namz& o 6 &cnooO> 

* that havz notzwoKthy ^KogKom* 

U 3. Individual qualification* 

f v a. Mental abilUy b. VzMonalUy c> Specxa£ abOxXxz* and/oK phy^cal kz- 

qulAzmznU 



*' a!Ta^4ca£e b. OppoKtuniXy ffm advanctmznt c. ?ot>t>ibllUy oi tAan^izKKlng 
*"\ to anothzK pKoizM&lon ok occupation d. OthzK pzKAonal KzwaKd* 

5. Additional InioKmation 

a. WhzKz &tudznt& may get additional InfawaUon Kzgan.dA.ng tbx* pKoiu&^on ok 
vocation b. Implication* ioK thz high &chool (cottege) pKogKam 

10-15 minutz* will be aUott.zd to quz&tioni and an*wzK* fallowing thz pKZ*zntation* . 

Public Relation* Ac tivity : Takz *nap*hoU oi tiiz *pzakzu, making two &tt&--onz to 
O u^e in thz sch ool and local nzw*papz>J>, and anotheA to &Znd to thz t>pzakzK* wUn a 
Ejvv thank you IzttzA. * 12 j ^ 



ANNOTATED BIBLIOGRAPHY , 



ft* foliating ore eugge.ted for th* school, public, or language library, or the teacher 'e personal collection. 
KEY: S before a title denotes suitable for secondary school. C suitable for college students. 

C Boll Carl R Executiv e Jobs Unlimited . New Yo'rk: MacMlllan Publishing Co. . Inc. , 866 Third Ave. , New York, 

MY 10O22 rev ised 1979. Vxactical adv ice iox the job hunte* end good preparation iox i^ture job seektis. 
C t loKffEd^? Languages and Your Career! Available from ACTFL, 385 Warburton Ave ^tlngs^n- 

' 'Hudson NY 10706. A compact {Upp. \ <Ug»t oi ^nation on rtcftc V^iT^S " * 
iki// can be uaed uiOh addieaaea fo* inioxmation in each area. Seveta* useiul appe/ukxe* 
C ftt^K'lS: jow tn fiet'a Job?.. SO Essential Questions and A ns w ers about F Ut ^re Ernp y t 

C . College and diversity Students . 1980. Gratis from Corporate Coamumcations , -Armco, mdo etown, w ;d053. 
r n» J WJ I van £1 mundo de l os n egocl os . Madrid, 1977. Available from Larousse & Co.. Inc., 572 Fifth 
' Ave New York NV 10036 $9.95 plus $1 .50 postage and handling. A lexicon oi business expressions grouped 

S ^ gga^j^ ^ Jersey: Scholastic Publications 904 Sylvan A*.. 

En^Siood Cliffs. NJ 07632, 1973. Workbook ioxmt which leads students to Dunk oi what * solved *n 

C *£&^*t^ ISHQit Promising Careers for Wome n. New York 1979 . Gratis 

' fl£^ 90 Park Ave. So., New York, rtY ld ffl6. U(pu*U** ** *** 

leakleX applicable, to men too, Gives addr.es ses ior faiXkeA ^ 0/l ^™;V" . _ rn N np< 

i C Huebener. Theodore. Op portunities for Foreign language Careers . IL: National Textbotfk Co. , 8259 N1les 

' Center Rd., Skokle, IL 66677, 1981. Much'conc*Je « iH^v^d ig 8 2 83 Gratis 

C Institute of International Education. Fulbrlght Grant * ™" Other Grants for Study Abroad 19«-83. Gratis 
frwIIE. 809 United Natfcns Plaza, New York, NY 16017. Peac^cbea granU, language $*• 
i C LlnkStter Art Y es, Can ! New York: Simon & Schuster, 1230 Ave. of the Americas, Nev York NY 10020, 
wl $9 95 S ound advice o n he* to develop seli-coniidence, ce o*heAa, exce* *n amfc. mafce 

Xhe bea* u*e o< your turn. filled with antedate which mrfee iXs wadotg ""if - ?4qft Gpand 

C Miller Anne Finding C^ee r Alternatives for Teachers . New York: Apple Publishing Co., 8ox 2498, Grand 
Cental Stati on, Kt Cc! New York, NY 10017. 19/9. $9.95 plus $1 postage/handling. A uacfut wotkbock 

S C wft^ ^OrStor -P^-^r^ Culture Capsules. MA: Newbury 

S> ° M1 Uu i Publishers Inc., Rowley. MA 01969, 1979. olves a co-^oh " cSet " ' 

religion, elc. between U.S. and Soatn American paacttcea. Also USA-Mex1co Culture Capsules. 

S, C Miller. Nell. Conversation 1n Portuguese: Points of Departure . NY: 2nd ed. 1980. $5.95. Available from 
Dr. N$1l Miller. 747 Bruce Drive, East Meadow, NY 11554. Uany unit* suitable iox career d^oua^na. Con- 
tains detailed drawings, vocabulary, quutions. and themes iox discussion and/ox comw*<Ltu)n. 
S Moldafsky, Annie, W elcome to the Real World . NY: A OolpMn Book— Doubleday & Co.. In^ 501 Tranklin Ave., 

Garden City. NY 1T530. A gocde to rraiUjxg one 'a i^xst pvucnal, buvxncxal, and coAt(^zcU<cr^ . 
S Uew York Life Insurance Co, Ca reers for .a Changing World . Packet of 13 booklets available free from N.Y 
Life Insurance Co., Box 51, Madison Sq. Station, New York, NY" 10010. ' Twelve oi {fupe booking dviZ uxUh 
diUtxtnt iitid*, ousting advice, on pxtpaxing iox them and pvuonal xtpoxtA oi pttiplt 4ji tnoae fazld*. 
The thixtaznth, vitULzd "Making the. Matt oi Voux Job hxteAviep}," givzs sample, intaxv^ quej>Uo>u>, a 
tibliogxaphu, advice, on xfoumi*, and pctnteAA on undexgeing inteA.vi.em. . 

S, C New York State Department of Labor. Why Young People Fail to Get and Hold Jobs . Booklet ^tillable free 
from Public Information Office. N.Y. Dept. of Labor, 2 World Trade Center. New York, NY 1Q047. Ocve* 
VLampte* oi why vaxiou* people wexe utUacceA&iut in thexx job teaxch, and how the ttxmbUng blicte wexe 

S, C MotlclarMundlales. Weekly 1n Spanish (30 Issffes per school year). IL: Curriculum Innovations, Inc.. 

3500 Western Ave., Highland Park, IL 60035. $44.95 peryr., 2 yrs. $79.90. School a*e encouraged to 
photocopy ox thexmoiax axX/Jite* oi intexett. Vexy wttt uxitten. ml, 
S Open Doors. 6ett1ng It Together: My Job Campaign . Gratis from Open Doors, 200 Madison Ave., New York, 
NY 10016, along with other career materials. A checktUt oi thing* to do to mount a aucce^a^ job 
itaxch, e.g. xeAeaxching the company, pxopex d*eaa, questions ycu should oafe the vUixviexvex, and keep- 
ing a xecoxd oi the job hunt. „ . n L . 
S, C Sallese, Nicholas and Laura Fernandez., Pan y mantegullla . NY: D. Van Nostrand Co., 1979. Available 

from Heinle & Heinle Publishers, Inc., 51 Sleeper St., Boston, MA 02210. $15.95. Vocabulary, aUjUcgueA, 
dxav&ingh, exexcUe*, and iC^xd aanea ion aome 35 occupation*, plu* 35 6poxtt> and xecxeaXional acUvUxe* 
make xku conversation texX a mu&t iox all teachers, to infuse career material into the curriculum. 
S Schaplro, Jer1 The Jobs Book: How to Find and Keep a Job . NY: Scholastic Magazines, 1976. Available 
from Scholastic Book Services, 2931 E. McCarty St.. Jefferson City. M0 65101. txcetlent woxkbook uicth 
interesting activities wfuch include learning to out a job appfication, mite a xepcxt to one's 
employer, read a paycheck stub, and iill out an income tax xetuxn, plus many other actxvAAizs. 
C Scheele. Adele M. Skills for Success: A Guide to the Top . NY: William Morrow & Co., Inc., 105 Madison 
Ave.. New York, t»Y 10016, 1979. The author expounds cn six critical career competencies, which Ajiclude 
Strategies iox presenting, connzcU.ng, and positioning oneself iox moving up the caree,\ ladder. In-depth 
interview with iour people who excel in their xespe.ctive fields illustrate how these competencies were 
consciously ox unconsciously xesvonsible tox their rise. 
S Science Research Associates. Career Planning Notebook . IL: Science Research Associates, Inc., 155 N. 

Wacker Drive, Chicago, IL 6065F! |26~!50 for 10, Takes the student step by.step tSxrough seti-assessnoU, 
an overview o£ the woxld oi woxk, career investigation, broad planning, and decision making. Other ca\eer 



materials available. 
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S, C Sedwick, Frank. Spanish for Careers . Same publisher and price as preceding listing. In addition to the 
detailed care.tr illustxations , vocabulary, ^uesUcns, and themes £01 discustion or compottAion, this 
book contain* lengthy daUogues to reveoi the duties connected uuAh each occupation, and translation 
exeAcises bated on the dialogues. One o\ the best aids {or infasmg career education into the curr^cuLm. 

S, C Sherlf, June L. Careers In Foreign Languages . NY: Regents Publishing Co., Inc., 2 Park Ave.. New York, 
NY 10016, revised 1975. Contain* much vital in&ormUion on careers using fp\zJLan language* both a* a 
\vumary and secondary tkill. Itie&ul appendixes. 

S, C U. S. DepartJiient of Labor. A Counselor's Guide to Occupational Information . 63P1 S/N029-001-02490-8 $3.50 
Setting iChosen: The Job Interview and Before 

bccupatlonal Projections and Training Data . 1980 ed. 64P1 S/N029-001-12512-2 $4.75 
Study and Teaching Opportunities Abroad . 26X0 S/NO17-080-02063-7 $3.00 

All the above and a number of other career materials available from Superintendent of Documents, U.S. 
Govt. Printing. Office, Washington, DC 20402. '* 

DIRECTORIES 

Canadian Trade Index . Toronto, Ont.: Canadian Manufacturers Association. Luis Canadian manuiacturing 

JSUSs] products, addresses t blanche* and tubsixUaries , assets. 
Dun I Bradstreet Middle Market Directory . NY: Dun & Brads treet, 99 Church St., New York, NY 10007. 

CovVU about 31,000 companies that have ar: indicated worth o£ from $500, Q00 to $999, 999. 
Dun & Bradstreet Million Dollar 01 rectory . Lists tome 39,000 U.S. companies. Gi.ves oOicers, director* , 

products or services, approximate tales, and employees. 
Dun & Bradstreet of Canada, Ltd. Canadian Key Business Pi rectory . Publishes annually inlcimation as above.* 
Standard & -Poor's Register of Corporations, Directors and Executives . NY, 3 volumes. Lists over 36, 000 

U.S. and Canadian companies. Gives o£ fee/is , directors, products or line^oi business, tales, and number. 

oi employees. 

Who Y s Who in Finance and Industry . Chicago, IL: Marquis Who's Who. Career tkeXches o& leading business- 
iien and others in the bields o{ finance and industry. * 
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